Adding a new user to FPS Web

The school has been issued with a PIN and Activation code by letter addressed to the Head Teacher. The person recording their details and activating the account linked to this PIN and Activation Code will be the ‘Master’ user for the school. Instructions for activating this ‘Master’ user can be found on the letter sent to the Head Teacher. 
Is it imperative that the ‘Master’ user id and password is not forgotten as neither HCSS Education nor School Funding Team has access to the passwords set by school users. 
There are six access levels that can be applied to users:

· Master

· Full 

· Read 

· Read Non Sensitive

· Reports

· Reports Non Sensitive
The ‘Master’ user can access all data and add and delete users. Users can create scenarios and edit all scenario data. 
‘Full’ allows access to all data and scenarios can be created and edited.

‘Read’ allows read only access to all data including individual staff and pay detail. Users cannot add or edit scenario data.

‘Read Non Sensitive’ allows read only access to all non pay data. Pay data will be summarised and cannot be viewed at individual level. Users cannot add or edit scenario data.

‘Reports’ allows access to the reporting menu only. Users can see all report content including staff and pay detail.
‘Reports Non Sensitive’ allows access to the reporting menu only. Users can see all non pay report content. Staff and pay detail will be summarised and cannot be viewed at individual level. 
Once you have decided on the access level to apply to a new user you can add them to the system.
From the main screen choose ‘My Account’ from the top right of the screen.

Click the orange button on the left and select ‘User Accounts’ from the drop down menu. 

Choose ‘FPS Web’ from the drop menu.
The ‘Add New User’ button will now be active.

Add the detail required for the name of the person. Ensure the email address provided is correct. Choose the ‘access type’ to be applied to this user and click ‘add’. 

An email alert will now automatically be sent to this user. The email will contain a link for the user to click to proceed to the FPS Web activation login data screen. The user will be presented with a password screen where they should set their own password for accessing the FPS Web software. Their username will be the email address used at setup.

 When a user account has been activated the master user will see a tick in the ‘Active’ box next to the user name in the ‘User Accounts’ screen. 
Downloading Web Companion & Importing a V7 Scenario

As in previous versions of the HCSS FPS software, there is the facility to import a scenario from the 2013-14 V7 software into FPS Web.
In order to do this you must first download the ‘Web Companion’ software. ‘Web Companion’ will conduct the transfer of the V7 scenario into FPS Web. 

Before starting the download process, locate on your system the saved V7 scenario(s) you intend to import. Make a note of the route as you may need this later in the process.

Downloading ‘Web Companion’

Open up the FPS Web software and login.

From the ‘working scenarios’ screen, click the orange button (top left next to the FPS Web logo) and from the drop down menu choose ‘download Web Companion).
Click ‘run’ when prompted. The ‘Companion Set Up Wizard’ will appear on screen. Click ‘Next’.

The screen will identify where ‘Web Companion’ will be installed on your PC. 
Click ‘next’ and ‘next’ again to begin the install. 

A message will appear to confirm the installation has been successful. Click ‘Close’.

You will now have a ‘Web Companion’ icon on your desktop.

Double click on this icon. Enter your username and password. (This is the same username and password as FPS Web).

If you are prompted to choose/confirm your school then do so and click ‘next’
At the next screen choose ‘Import Scenario’ from the menu on the left.

Browse to locate your selected scenario using the route path noted earlier.

The system will verify the scenario. Click ‘next’ to continue. 

At the next two screens you can choose the elements of the scenario you want to import. 

We recommend you leave the default options as they are. 

Click ‘Import from scenario file’. 

Once imported you should receive a message ‘scenario import complete’.

Return to the FPS Web software and the imported scenario will be shown on screen in bold with a heart symbol at the end of the file name. 
Please note the pupil numbers and the 2014-15 funding totals for I01 to I05 will not import from the V7 scenario. This data along with inflation factors will be updated in the Web version and applied to your V7 scenario.
You can import multiple scenarios via ‘Web Companion’. We recommend you name them carefully in order to distinguish easily between each one. 

Scenario Management

We strongly recommend you make a copy of the imported scenario at this point. Work can then begin on the imported scenario with a ‘master’ copy available should you need to access it. 

To make a copy of the imported scenario, click on the orange arrow next to the file name. Choose ‘copy scenario’ from the drop down list. 

A copy will now show in the scenario listing. 

To edit the name of a scenario, click on the pencil button to the left.

To load the scenario (to view / makes changes) click on the load button to the left. 

When the chosen scenario has loaded you will be presented with a ‘Budget Dashboard’ screen. This is a series of graphs depicting the data within the scenario. This can be printed if desired. 
To access the data within the scenario click on the orange button (top left next to the FPS Web logo) to access the following menu options:
· Budget Summary

· Budget Planning

· Data Settings

· Tools

· Reports

· Help

The majority of the work you will undertake will be within the Budget Planning menu. This provides access to:
· Brought forward balances

· Pupil Numbers

· Section 251 

· Non Section 251 Income

· Staffing

· Other Expenditure

· Capital
Help using FPS Web

The software includes a number of video guides. These offer step by step guidance on some of the common processes within the software. 

To access the video guides click on the orange button and select ‘video guides’. 

A list of available videos will appear. The video menu on the right is for maintained (non Academy) schools. You can pause and continue a video at any point. The video ‘sits’ outside of the Web software so you can move between the two at any point. 

Reports
Reports can be viewed on screen and exported to excel (xls and xlsx), PDF and csv format.  
The ‘Reports’ menu can only be accessed once a scenario is open/loaded. Go to the orange button (top left) and choose the ‘Reporting Module’ from the drop down menu. 

The reports in Web are the same as those in the FPS.Net and FPS Advance.Net versions of the software.

Select the report name to open display any filter options and the ‘view’ button. Printing and saving options will be displayed at the top of the window.
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